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FORWARD

This material was prepared in a workshop held at the University of
Georgia, July 25 ~ August 12, 1966, financed through the 4 C funds from
the Federal appropriation of 1963 for Vocational Education.

The program outlined in this publication to be ofiered at the post-
high school level, is designed to prepare selected students for employ-
ment in food service supervisory positions in such establishments as
hospitals, hotels, nursing homes, childrens houses, resturants and in-
dustrial and school cafeterias.

Suggestions for two post-high school programs are outlined in this

material = one for our Area Vocational Technical school, and the other for

a two year program in a Junior or Community College.
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INTRODUCTION

" Project Title: An Institute for Home Economics Teachers from Region III and 1V,

’ Concerned with Techniques and Procedures for Initiating, Develop~
R ing, and FEvaluating Programs at the Post High School Level to
Prepare Food Service Supervisors.

1. PURPOSE
‘ The major purpose was to conduct an institute designed to provide infor~
nation and develop some ability in initiating, developing, and evaluating programs

for training workers in selected occupations utilizing Home Economics knowledge

and skills. Specifically these programs were for food service supervisors, offered
at the post high school level. Materials and instructional aids for this program were
a planned outcome. Participants were selected teachers, supervisors, and teacher
educators from seven southern states, These states were Alabama, Florida, Georgia,
Kentucky, Mississippi, South Carolina, and Tennegsee.

Specific objectives of the institute were to:

1. Become acquainted with procedures for initiating occupational education
programs,

2. Gain up-to-date knowledge about food service.

3, Develop skill in planning programs at the post high school level in
food service.

4. Develop resource materials and suggested instructional aids for use
in said programs.,

5. Become acquainted with procedures for evaluating occupational education
programs and to develop evaluation devices for programs in food service.

2. PROCEDURES

The content consisted of three related phases which were; Phase I:

Instruction in procedures for initiating and organizing occupational education




courses, and in up-to~date course content in food service, Phase 1L Develop-
ment of materials and suggested instructional aids for occupational courses for
food service workers to be taught at the post high school level. Phase I11:
Instruction in methods for evaluating occupational education programé and
development of devices to be used with food service trainees.

Phase I was intended to meet objectives one and two and utilized the
lecture~discussion method, field trip, visual aids, small group work, and reading
materials, Content included making a survey of employment needs, organizing
and advisory group, job analysis, legal aspecis, and equipment, as well as
subject matter content in food service.

Phase II was planned to help participants achieve objectives three and
four. This phase included a review of all available materials, development of
a sequence chart so as to see relationship of all levels of training, determination
of total program requirements, development of resource materials, and preparation
of instructional aids, Sub=groups of three or four worked on different phases at
appropriate times. Competent resource people directed the discussion for deter~
mining content outline, gerved as consultants for small group work, were respon-
sible for quality of content, and for completing materials on schedule.

Phase III was correlated with objective five, The lecture-discussion
method and small group work were methods used for this phase.

An outline of content for each day follows:

Phase av. Activities
I Monday Orientation, discussion of objectives, anticipated outcomes,
July 25 and schedule for institute. Lecture~discussion on initiating

occupational programs including advisory committee, survey
of employment opportunities, determination of work experienct
possibilities, and legal aspects; small group work for listing
suggested procedures for each of these.

2




Phase Day_

II

Tuesday
July 26

Wednesday
July 27

Thursday

July 28

Friday
July 29

Monday
August 1

Tuesday
August 2

Wednesday
August 3

Thursday
August 4

Friday
August 5

Monday
August 8

Activities

Lecture~discussion on qualifications of trainees, job
analysis, legal aspects, placement of trainees, evaluation
and follow~up; and small group work for listing criteria

or procedures for each of the above.

Lecture~discussion on needed competences by consultants
from American Dietetics Association and School Lunch
Division of the State Department of Education.

Field trips to the University cafeteria, and to hospitals,
nursing and convalescent homes in Atlanta to study the
competencies needed by these service workers, the con=~
ditions under which they work, the problems which need
to be met, and the available equipment and facilities,

Lecture~discussion on nutrition for individuals with special
needs such as people who are ill, older people, and
children. Small group work to identify objectives, concepts,
and generalizations contained in lectures.

Lecture~discussion on management in planning, buying,
preparing, and serving food for persons with special needs.
Small group work same as Friday,

Demonstration~lecture~discussion on new developments in
quantity food preparation. Small group work same as previous
two days.

Lecture~discussion on facilities and equipment needed for
teaching food service management. Small group work same
as previous three days.

Lecture~discussion on principles of personnel management
and supervision for the food service manager, Small group
work same as previous four days.

Review of available materials, identify content for high
school program, develop sequence for post high schoo,
outline content for post high school offerings; sub=groups
of 3 or 4 begin work on different parts of outline to record
objectives, concepts, and generalizations identified in
Phase 1.

Total group react to work done during previous day. Identify
experiences for each objective and/or concept, working in
sub-=groups.
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Phase Day Activities
Tuesday Lecture~demonstration~discussion on developing selected
August 9 instructional aids; additional work on materials incorporating
instructional aids.

Wednesday Same as Tuesday.

August 10
111 Thursday Lecture~discussion on evaluating cognitive and affective
August 11 learning Sub-group work to develop sample test items
usable for part of materials developed by sub-=group.
Friday Lecture~discussion on evaluating skill development; sub~
August 12 group work to develop appripriate devices and test items;

evaluation of institute.

The institute extended over a three week period and met fifteen days. The
schedule for each day was from 8:30 a.m. to 4:30 p.m. with morning and afternoon
breaks as well as an hour for lunch.

3, SELECTION OF PARTICIPANTS

The workshop was planned for fifteen participants v:rith two or three per
state, The participants from each state were selected by the State Supervisor and
her staff, Preference was given to a team which consisted of two teachers and a
supervisor, or a teacher educator from each state. A state was permitted to send

only one person if it was impossible to send more. The supervisor or teacher

educator had or expects to have responsibility for supervision or in-service education |

of occupational education programs.
The criteria for selection of teachers were:
1. Is or anticipates teaching food service in a post high school program.

2. Has a master's degree in institutional foods, or is currently working toward
such a degree.

3. Agrees to investigate employment opportunities prior to the institute.

4, Agrees to interview appropriate persons, at least 3, in her state to determine
the requirements of the job as a food service supervisor.

4




The participants included:

Mrs, Carolyn Brown
Assistant State Supervisor

State Department of Education

Montgomery, Alabama

Mrs, Martha Burns

Home Economics Supervisor
Richmond County Schools
3112 Lake Forest Drive
Augusta, Georgia

Mrs. Dorothy Carty
Teacher of Home Economics
Box 426

Walhalla, South Carolina

Mrs., Ora Mag Cheaney
College Instructor

334 E, Main

Frankfort, Kentucky

Mrs. Marion B, Conaway
D. C. Public Schools
35th and R Streets, N. W,
Washington, D. C.

Mrs., Margaret Crokett
Assistant State Supervisor
205 Cordell Hull Building
Nashville, Tennessee

Mrs, Kathryn Everette
Teacher of Home Economics
3027 Arizona Avenue, N. W,
Washington, D, C.

Mrs. Dorothy D. Gray
State Department of Education
Route 3, Box 84

Mt, Olive, Mississippi

Mrs. Myraline Hicks
Home Economics Teacher
2909 Kennedy Street
Columbia, South Carolina

Mrs. Odell Lakeman
Home Economics Teacher
2405 15th Avenue
Haleyville, Alabama

Mrs. Evelyn McDonald
Broward County Board of Education
Ft. Lauderdale, Florida

Mrs. Mary Moulton
Ckaloosa~Walton Juniar College
Valparaiso, Florida

Mrs. Nettie Vaught
Teacher of Home Economics
Lascassas, Tennessee

Miss Elizabeth Waldrop
Teacher of Home Economics
501 East 20th Street

Jasper, Alabama

Mrs. Mary Wilson
Richmond Area Vocational School
Augusta, Georgia




4, CONSULTANTS

The full~time staff persons were;

Dr, Aleene A, Cross
Professor of Education
203 Baldwin Hall
Athens, Georgia

The consultants were:

Mrs. Mildred Barry,

Regional Chronic Diseases Nutrition
Consuitant

Department of Health, Education and
Weliare

50 7th Street, N. E.

Atlanta, Gecorgia

Mrs. Joan J. Coleman
Consultant, Institutional Administration
Dumas, Texas

Mr. Garnet H. Deltart

General Engineering

Sanitation Service

Georgia Department of Public Health
Atlanta, Georgia

Mrs. Helen Jenkins
Director of Food Service
Emory University

Emory University Georgia

5. FACILITIES

The Center for Continuing Education provided space for the institute which

included one large meeting room and several small rooms. Hotel rooms in the

Miss Ata Lee

Regional Representative for Home
Economics

Office of Education

50 7th Street, N. W,

Atlanta, Georgia

Miss F. Louise Kellar
Occupational Employment Program
State Department of Education
Columbia, South Carolina

Miss Josephine Martin

State Director of Food Service
State Department of Education
Atlanta, Georgia

Mr. Thomas H. Powers

Director of Management Program
Morris Brown College

Atlanta, Georgia

Mr. George Ramey

Director of Food Service Administration
Erie County Technical Institute

Main Street—~ Young's Road

Buffalo, New York

Mr. William R, Rosselle, Food
Service Equipment Consultant
2634 Briar Lake Road, N, E.
Atlanta, Georgia

Miss Mary Towne, Dietician
St. Mary's Hospital
Athens, Georgia




Center were used by the participants. The Center provided a conference coordi-
nator, services of a librarian, audio~visual equipment, a typist, and production
of a brief conference report.

The books and materials in the University of Georgia Library were made
available and were obtained by the librarian at the Center for Continuing Education.
6. EVALUATIO CUR M _MATERIAI

The first evaluation ran concurrently with the development of the material.
Each small work group reported back to the total group. The work material were
also evaluated by the instructors and those consultants who were available,

The second evaluation took place after the materials had been used for a
year. Half of the group returned for a three day work session. Extension revision
of the materials were done at that time.

7. ZZLE-EVALUATION QOF INSTITUTE PARTICIPANTS

Two checklists were used at the beginning and end of the workshop. These
were "What Do I Know About Initiating Occupational Home Economics Programs?"
and "What Do I Know About Food Service Programs?" Copies of the thecklists

are on the next two pages. The following chart indicates the change expressed by

the group.
PERCENT OF TOTAL RESPONSES
[ Occupational Program Food Service Program.
Iime much_|same | little much | same |little
Beginnirig of Institute 5.9 |55.4] 48.7 6.0 |51.8 | 42.2

End of Institute 63.4 |31.3] §5.3 78.6 |17.2 4,2
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Directions: Check the column that best describes your present knowledge

1.
2.
3.
4.
5.

6.
7
8.
9.
10,

11,
12,
13,
14,

15.
16,
17,
18,
19,
20,

CHECK LIST

WHAT DO I KNOW ABOUT INITIATING OCCUPATIONAL

HOME ECONOMICS PROGRAMS

of each of these items.

Procedure for initiating a program

Types of programs that can be offered
Selecting an advisory committee

Purposes of an advisory committee
Techniques of working with an advisory
committee

Determining employment opportunities
Making an occupational survey

Doing a job analysis

Selecting teachers for occupational programs
Determining personnel and agencies to work
with

Determining qualifications of trainees
Planning general education needed

Planning content of Home Economics course
Securing desirable centers for work
experience

Scheduling work experiences

Planning for visiting during work experience
Working cooperatively with employers
Evaluating traineds effectiveness on job
Evaluating knowledge gained in classes
Conducting follow=up study of employment

Much Little
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CHECK LIST
WHAT DO I KNOW ABOUT FOOD SERVICE PROGRAMS

Djrections: Check the column that best describes your_present knowledge
of each of the items listed below,

Item I know
Muych | Some | Little

1. Responsibilities of the Food Service Supervisor
2. Levels of supervision
3. Management of a food service unit
4, Personnel management
5. Facilities for food service
6. Purchasing of equipment
7. Role of the public health service
8. Food sanitation
9. Cleaning and dishwashing
10, Budgeting
11. Accounting and reporting
12, Cost control
13, Use and care of equipment
14, Menu planning
15. Standardization of recipes
16, Simple modified diets
17 . Buying food supplies in quantity
18. Receiving and storing supplies
19, Preparation of food in quantity
20. Service of food
21, Merchandising of food




8. COMMITMENTS FOR THE FUTURE

Each participant made a personal commitment for 1966-67 and 1967~68.
Each state team made a similar commitment.

Fach of the eight assistant state or county supervisors and seven teachers
committed herself to initiate a program to prepare food service supervisors within
the next two vears. Each of the supervisors and one college teacher said she
would report to the state staff. Three supervisors and one teacher promised to
interpret the program to other people.

The commitments made by the teams from eac» state are given below.

A follow~up of these commitments revealed that every state had and were in the

process of cbtaining most of the aims they had established for themselves.,

Alabama

Help to initiate and develop occupational home economics programs in
some of the State Vocational Technical Schools and Junior Colleges.

Interpret the program of Occupational Home Economics at the post high
school level to vocational and other teachers, administrators, lay people, and
high school students.

Identify the qualifications needed by the post high occupational home
economics teacher and investigate possibilities of offering special courses to
meet needs,

Improve post high school programs which have been established.

Explore possibilities for expansion of post high school Occupational
Home Economics programs and evaluate these possibilities.

Interpret and evaluate the program,

10




District of Columbia

Initiate a program Home Economics for the 13th and 14th vear:

1. General and occupational advisory committees.

2. Survey of needs and opportunities for employment in food service.

3. Secure personnel to plan programs and write curriculum,

4. Equip and establish laboratories and classrooms for programs.
Florida

Make surveys to determine the need for training in the areas of
gupervised food services,

Initiate training programs in the areas where surveys show a definite
need,

Interpret to teachers and administrators the emphasis on Home Economics
Occupational Training.

Initiate in-service training of teachers for classes in occupational
training.

Evaluate programs in progress,
Georaia,

Appoint a state supervisor for Occupational Education

Establish a state Advisory Committee

Interpret occupational education to school personnel

Make a state~wide survey

Carry out an in=service training program for teachers of occupational
programs,

Initiate programs in selected Area Vocational Schools,

Report to State Supervisory Staff and Teacher Educators.

11
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Kentucky

Plan a workshop and invite all persons who may be involved to attend
ard exchange information received at various workshops that they have attended,
Also, make available any publically distributed materials they have developed
to this group.

Initiate courses for the Food Service Supervisor.

Confer with State Director of Vocational and Technical Education, the
State Supervisor and assistants of Home Economics, and the State Superintendent
of Education to present proposed plan for post~high occupational training program.

Ask State Director of Vocational and Technical Education, State Home
Economics Staff, Junior College Administrators and Home Economics personnel to
interpret the need and suggested plan for developing a program in the Junior
College Curriculum to provide occupational training in the area of Food Service,

Prepare, plan and implement two or more programs in Junior Colleges.
One in the area of Food Service,
South Carolina,

Request State Supervisor of Home Economics to plan with Director of
Vocational Education for presentation of report to:

a, State Vocational Staff

b, Vocational Committee of State Board of Education

c. Legislative Committee for Junior Colleges

d. Higher Education Committee

e, Commission for Technical Education

12

e
R e




o B T T TS e AT S it i i

Have a workshop for Occupational Teachers

Present to Division of General Studeis - University of South Carolina
for use in their Child Development Program.

Review, use, and evaluate curriculum materials

Present to teacher education staff of Winthrop and South Carolina
State College

Establish courses in area vocational schools.

Request cooperation of colleges in providing work experience for
student teachers.

Prepare materials and seek cooperation of ETV in developing teaching
films,

ennesgee

Request facilities to.be provided and classes be organized in the area
of "Food Services" in the area vocational schools,

State classes in "Food Service" in the Community College at Columbia,
Jackson, and Cleveland that facilities be provided.
9. RECOMMENDATIONS

1. That teachers already employed in occupational programs be given
top priority. *

2. That selection criteria be strickly adhered to and that the final
selection be the responsibility of the director of the institute.

3. That participants spend at least a week observing in food service

centers before coming to the institute,

13
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4, That a subject matter consultant be the co~director or employed for

the entire time.

5. That a portion of the time be spent in developing visual materials.

6. That follow-up institute be conducted a year later for the purpose

of revising materials.

14




TERMS DEFINED

I. Types of Institutions and Programs

1. Post High School Programs--Training programs for the 13th and 14th
years whether in junior college, community college, technical

school, or extended high school programs beyond high school
graduation.

2. Associate Degree in applied Science (a.A.S8.) or in applied art
(A.A.) may be awarded by colleges upon completion of a prescribed

two=-year course.,

3. Community College ~~A college serving many purposes in a community.
It may provide curricula of less than baccalaureate degree, or the

full four~year degree proyram. It may also provide "terminal" pro-
grams in many fields, or adult education for personal, cultural or

recreational growth,

4. Extension Programs-~Courses or workshops taught by college or
technical personnal to community centers or by correspondence to

operate competencies or enrichment and/or credit toward an advanced
degree,

5. Junior College~--A two-year college, public or private, awarding
associate degrees. Curricula may be planned for transfer to credits

to a four-vear college, or for specialized terminal programs.

--A school providing training

6. Vogcational Techpical Schools or Institutes=

for management or superviséry occupations at the semi-professional
level. This school may or may not award degrees or certificates.

II. Food Service Supervision.

1. Professional--Food Service Director (or administrator) is a professional
who plans, organizes, and directs the overall operations of a food

service establishment.

2. Semi-professional-~The larger the establishment, the more numerous
are the sub~-levels of supervisory responsibility known as managers

or supervisors.

(1) Food Service Manager-~one who uses formal authority over
product or

subordinates who perform activities ot produce a
service.

15




(2) Food Service Supervisor--one who frains and supervises
emplovees engaged in preparing and serving food in hospital,
nursing home, school or college food service department
and similar institutions, or commercial food services; and
in maintaining cleanliness of food service areas and equip-
ment., Instructs workers in methods of performing duties and

assigns and coordinates work of employees to promote efficiency

of operations.

(3) Dietary Aide~-assists the Dietitian or supplements her work in
supervising menus, preparations of food, serving meals, plan-

ning and serving therapeutic diets in a hospital, nursing home,

or similar institution. The aide may work under a visiting or

consulting dietitian when there is none in resident employment.

(4) Cook Manager~-one who is responsible for daily operation of
a limited service establishment such as a school lunchroom.

(5) Training Sypervisor=~one in charge of training food service
empioyees for an institution or large organization.

(6) Other types of Supervisors:

a. Catering

b. Counter line

¢. Dishroom

d. Food analysis or research

e. Food inspection

f. Forelady or foreman in processing plants

g. Housekeeping

h. Menu planning

i. Purchasing

j. Records and personnel

k. Specialty supervisors are over each department of a large
establishment: i{.e. salads, desserts, vegetables, etc.

1. Storeroom or stockroom

* Source- Dictionary or Occupational Titles, 1965, Volume I. Definitions of
Titles, Third Edition, U. S, Department of Labor.

16




ORGANIZATION OF PROGRAM

Before establishing a program to preparé people for food service occu~
pations the opportunities for employment must be determined. Appropriate
personnel from the public school system aided by the state and local employ-
ment service often take this responsieility. In some states members of the
state home economics supervisory staff aided by local home economics
teachers have conducted surveys of employment opportunities. Members of
an Advisory Committee for Food Services may be helpful. Since this committee
is usually composed of persons who are successful in the occupation and have
contacts with operators of different types of food service establishments, they

would be helpful in gathering information. Forms have been prepared by

states for this purpose. (See example in Appendix A)

Personal interviews with prospective employers are more desirable than
merely distributing all filling in forms. The personal contact gives certain
information valuable in establishing a program which cannot be obtained on &
form that has been distributed. Such information as attitudes of employers,
standards of the establishment, possibilities for student work experience under
desirable conditions and wages, and fringe benefits possible for employers are
all important considerations in personal interviews. Possible instructors are

often discovered when making surveys.
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Advisory Committee

The national and state Vocational Education officials have set up advisory

committees to help in the over-all planning of programs, It is their recom~

mendation that local advisory committees be organized to assist in the plan-

ning of programs in the local level., A carefully chosen representative commit~

tee is most important and should be used by all coordinators of wage~earning

programs. It will give her a group of interested people to whom she may go

for support and advice.

A. Purposes and duties

1.

2,

8.

Recruit students

Help plan the program based on the needs of the occupation for
which the student is being trained.

Suggest equipment and facilities needed for training

Act as public relations person

Help keep curriculum up to date and plan for growth and expansion
Give advice and encouragement to students

Assist in securing permanent jobs for students

Help evaluate the program

B. Suggested types of personnel would vary depending upon location of the
community.

1.
2.
3.
4.
S

6.

Local employment office representative
Employers of Food Service managers
School officials

Health and Welfare representatives

Member of American Dietitive Associations

Member of American Home Economics Association
18
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FACULTY QUALIFICATIONS

*Education

Faculty members employed to teach courses in Food Service Supervision
should meet the standards for certification within the state. Minimum require-
ments would be a B.S. degree in Home Economics Education with additional (‘
credits in Foods and Nutrition or Institutional Management, or a B.S. degree
in Foods and Nutrition or Institutional Management with teacher certification.

Junior College standards usually require teachers to have a masters degree.

‘Experience

Experiences in institutiona) or commercial food establishments are highly

desirable, plus teaching experience at the high school or college level.

STUDENT QUALIFICATIONS !

I. Educational Qualifications
Must meet all the requirements for admission to the school in which enrolled
including:
A. Junior Colleges
High school diploma or high school equivilancy diploma

B. Vocational=Technical Schools
High School diploma or high school equivilancy diploma
Consideration may be given to those with abilitys

II. General Qualifications of Students
A. Interest in Food Service
Has a real interest in the preparation and service of quality food

B. Health of Individual i
Shows evidence that he is physically qualified and emotionally stable
to meet the requirements of a food service supervisor. Health cords prom :
Board of Health

19




C. Potentional Leadership Ability
Leadership ability should be determined from the results of educational

testing services, recommendations of school and community leaders and
or recommendations of previous employérs.

D. Personal Traits to be considered~(These may be evaluated through
personal interviews, aptitude tests, and recommendations.)

Dependability
Promptness, sincerity, consistency, ability to work without
supervision, integrity, and follows instructions

Cultural Refinement
Courtesy, consideration, appreciation, manners, and respect

Leadership
Forcefulness, imagination, judgement, resourcefulness, ability

to inspire others to act, and willingness to accept responsibility

Industry
Persistence, habits of work, and use of time

Mental alertness
Attentiveness, interest, eagerness to learn, and memory

Thoroughness
Accuracy, sustained interest, completion of work, and carefulness

Personal Appearance and Grooming
Cleaniiness, unoffensiveness, appearance, orderliness, and

poise
Ability to Get Along with Others

Adaptability, friendliness, tact, cooperation, willingness to be
counseled, respect for others, sense of humor, and interest in

people

Social Habits
Attitude, self-control, and honesty

SIZE OF CLASSES
It is recommended that the size of the group be limited in order that they

may receive adaquate supervision and to develop the necessary skills to prepare

20
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them for employment following their completion of the program. The class
size may vary from 10 to 20 depending on facilities. The students may be

divided into smaller groups for laboratory experience.

21
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JOB DESCRIPTION FOR FOOD SERVICE SUPERVISORS

The following job description explains the duties and responsibilities
of a food service supervisor, as described in the Dictionary of Qccupationa)

Titles* for those employed in hotels, restaurants and institutions. The

NS T

s e e o 2
e i e A

D.O.T. number for a food service supervisor is 319.138.
‘Trains and supervises employees engaged in serving food in hospitals,

nursing homes, school or college food service departments, and similar

institutions

*Maintains cleanliness of food service areas and equipment

coordinates work of employees to promote eificiency of operations

F

|
*Instructs workers in methods of performing duties and assigns and i
; «Supervises serving of meals in dining room %
*Oversees cleaning of kitchen utensils and eguipment, according to f
sanitary standards
‘Keeps records, such as amount and cost of meals served and hours
worked by employees
'‘Requisitions supplies and equipment to maintain stock levels
‘May direct preparation of foods and beverages

*May assist Dietitian Therapeutic (profess. & kin.) in planning menus

‘May interview and select new employees

+May supervise Tray-line Workers and be designated Tray-line Supervisor

2T et e

*Source ~ Dictionary of Occupational Titles, 1965, Volume I, Definitions of
Titles, Third Edition, U. S. Department of Labor.
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JOB ANALYSIS OF A POOD SERVICE SUPERVISOR

WHAT A SUPERVISOR SHOULD WHAT A SUPERVISOR SHOULD
BE ABLE TO DO KNOW
SUPERVISION QF FOOD SERVICE DEPARTMENTS

Supervise all food service employees
in the food service department

Supervise and work with others in
an ethical manner

Orient, train, supervise and evaluate
employees

Assign and coordinate work and time
schedule of employees to promote
efficiency of operations

Visit residents of institutions to
improve the acceptance of food

Explain the purpose and objectives
of the food service department

‘Duties and respomsibilities of all
food service employees as well

as those of the food service super~
visor

‘Levels and functions of management
in the food service department

‘Personal and ethical qualities and
practices

Techniques of giving instruction
and direction

.Use of judgement in working with
others

«Methods of motivating employees

Functions of communicating clearly
wi th others

Organization and development of a
plan of work

‘Development of work and time
schedules

Basic psychology of human behavior
The place of the food service depart-

ment in the total organization or
establishment




WHAT A SUPERVISOR SHOULD BE WHAT A SUPERVISOR SHOULD KNOW
ABLE TO DO

ION, MENUS AND DIE

Apply nutritional requirements to meet .Composition and function of foods
the needs of the body

Basic food requirements of the body
and their use in planning normal diets.

- Modification of diets and their effect
on the body

Plan nutritious meals *Worde and definitions for menu plan~
ning

«Principles of menu planning for
institutions and commercial food
service units

Select equipment for the food service .Factors to consider in writing
unit specifications for the selection of
equipment

Instruct employees in use, care and Operation and safety precautions for
gafe operation of the equipment all food service squipment

.Care, cleaning and maintenance of
food service equipment




WHAT A SUPERVISOR SHOULD BE
ABLE TO DO

WHAT A SUPERVISOR SHOULD KNOW

FOOD PURCHASING

Make purchase orders using
specifications that are guides
for purchasing food

Select quality of food in relationship
to use

Steps to follow when purchasing food

*Use of buying guides for purchasing
food

‘Preparation of requisitions and methods
for keeping production records

*Quality, size and grades of food
products

Maintain correct storage temperatures
in refrigerators, freezers, and all
storage areas

Maintain a continuous flow of food
from storage area to preparation work
stations

Maintain an orderly storeroom

‘I'rinciples of storage for all types of
food

«Use of storage areas in a food service
unit

+Work simplification methods

*Time and motion studies for work
simplification

.Food storage procedures

FOOD PREPARATION

Supervise the production of food
in each of the work areas

«Use of recipes for standardized products
+Portion control
Cost control of recipes

+Principles, methods, and techniques of
food preparation for:

Sttt (a8 A RO
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WHAT A SUPERVISOR SHOULD BE
ABLE TO DO

WHAT A SUPERVISOR SHOULD KNOW

FQOD PREPARATION {(cont'd)

Appetizers

Beverages

Protein cookery

Vegetables and fruits

Sandwiches, salads, salad
dressings

Fats

Cereal

Bakery products

*Convenience foods

SERVING OF FQOD

Follow and use acceptable procedures
in serving foods

Supervise the setting up and serving
of attractive trays

Adjust servings of food to individual
preferences and diets

Display and merchandise foods in an
attractive manner

Supervise all clean-up operations

Evaluate the food service operation

26

Types of food service operations
Tray service
Table service
Buffet service
Cafeteria service
Catering service
Vending machine service

.Methods for displaying foods to make
them appealing to others

‘Methods to evaluate the acceptance
of food served




WHAT A SUPERVISOR SHOULD BE WHAT A SUPERVISOR SHOULD KNOW
ABLE TO DO

SANITATION, SAFETY, AND CARE OF FACILITIES

Maintain high standards of physical *Principles of health and personal

fitness and personal hygiene hygiene
Genzral appearance Health habits e
Health and medical check~ups Nutritional needs of the body

Maintain high standards of ‘Principles of sanitation i

cleanliness ’

Ability to see the cleaning X
schedules are followed as planned

Supervising cleanliness in all
work areas

Conduct routine inspection ‘Local and State sanitation laws
Insect and rodent control Techniques for controling food
Food tasting contamination and growth of bacteria

Techniques for handling food with {
correct utensils which are provided 1'

Refrigerate and store food «Factors contributing to focd spoilage
Instruct, follow-up and evaluate safety Precautions in preventing accidents in
practices food service areas
-Hazards, precautions and general safety
procedures
Prevent accidents Safety practices to prevent: Strains,

cuts, splints, burns, falls

Cleaning compounds
Precautions in cleaning

Apply first aid to minor injury ‘First aid procedures
Maintain floors, walls, equipment, work ‘Principles of housekeeping
surfaces, furnishings, etc. Effects of cleaners upon surfaces :
and materials
Procedures g
|
%
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WHAT A SUPERVISOR SHOULD BE
ABLE TO DO

WHAT A SUPERVISOR SHOULD KNOW

RDS AND REPORITS

Make periodic reports

Make purchase orders and requisitions
Maintain inventory records

Make, use and Keep production records
and portion costs

Calculate cost of recipes

Classify and keep a record of other
expenses

Calculate food wastes

Accounting and purchasing procedures
and policies

«Procedures for making various types
of food service reports

«Purchase orders and receiving records

«Portion control and costing recipes

%
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PROPOSED CURRICULUM FOR PREPARING
FOOD SERVICE SUPERVISORS

This curriculum is designed to prepare individuals for employment in the
food service areas in hospitals, homes for the aged, homes for children, hotels,
restaurants, school and industrial cafeterias and other similar operations as
Food Service Supervisors and/or Managers.

The curriculum could be offered in different types of schools depending on
the state and its policies. Some suggestions for types of schools and curriculum

which might be offered are as follows:

A. o) LEGE OR COMMUNI' LLEGE

Requirements for admission to this course would be a high school
diploma or its equivalent, plus meeting all entrance requirements for the
specific Junior College Program. The curriculum would consist of two

academic years of study with the granting of an Associate of Applied

Science Degree in Food Service Supervision (A.A.8.)

JUNIOR COILLEGE- Suggested Quarter Hours
GENERAL EDUCATION COURSES of Ccurse Credit

Biological Science and Physical Science

General ChemistrV ceeveseecocrecsssessesssnccns
Applied Science for Food Service Supervision ¢
Health (and Phesical Education) «cveseraeecnoccns
Applied Mathematics coesvvecravenasreeccananess

P
m‘wcocncn
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JUNIOR COLLEGE- Suggested Quarter
GENERAL EDUCATION COURSES Hours of Course Credit

oy

Social Studies

Introduction t0 SOCIOlOgY ¢rveerrecrceerecanss
Contemporary Sociology eeeerereccreccrcenas
PSYChOLOGY «cocreesoerresorcscscceceoaaneras
ECONOMICS +eveeerecerrssccesescsccsarccsone

ot
.b-lmmwm

Humanities

fie Y

mmwmmwmmwwwmm.—-wo

Communication Skills ...cevveeccerrcrsecrees
SPEECN ¢ evesrereerceassrencrossarcsanrcrans
Orientation to the Food Service Industry .......
NULLILION ereveeracraresrseesecscarecsoreces
Quantity Food Service Equipment cccocorerocens
Food Service Layout and Interiors c.ceeeecoeces
Menu Planning ceoceerecerccreccasessaccecs
Modified DIt eeccrevveoecsssscsscesceccnees
Storage and Handling .. eovvvrvercnccrsosceces
Purchasing and Food Cost Control «eeveoveecass
Record Keeping ¢« ceoeeerreecssnctsorssancenacs
Supervising Food Service Operations «.eeeeeeess
Sanitation, Safety and Care of Facilities .......
Demonstration TechnigUes «veeeecerccccanseac
Food Preparation Techniques and Service «......
Catering and Special Food Service «eeeveceeceee
Quantity Food Preparation ...coeeesccecccrcees

3k

SUGGESTED CURRICULUM FOR A TWO YEAR TERMINAL @
JUNIOR COLLEGE PROGRAM

FIRST YEAR,

Communication Skills eeveeascrcecacersceses 10
Introduction to Sociology eeeeeveeesveccrecse 3
Orientation of Food Service Industry ceceveese 1
Gerneral ChemisStryeeseeoccvocscccsssensnecee 5
Health and/or Physical Education ....vevvvves 3
Applied Mathematics coeveerasrarssaveaaaeee 3
Sanitation, Safety and Care of Facilities eceevv 3
Basic Foods and Nutrition:seeeecesociaeescees §
Menu Planning eseesesesssssessssrsscsssanoss 3
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JUNIOR COLLEGE~- Suggested Quarter
GENERAL EDUCATION COURSES Hours of Course Credit

Social Studies

Introduction to SOCIOlOgY ¢ecevereeorececceens 3
Contemporary Sociology ceoeeeecorcecccerces 3
PSYChOlOQY cereececeaccetccnrersarscaereccnc 5
Economics.”............“................_3_

14

Humanities

Communication SKills ...oeeereorereccovoeee 1
SPEECH ¢ vrverrcerorortroetecetaertaetcaaees

Orientation to the Food Service Industry c......
NULHLION ceeecececevserscerarsecrsezesseccasene

Quantity Food Service Equipment .cccoevevevecs
Food Service Layout and Interiors ceeeeeveeceee

Menu Planning ceeseeeeecsocccerccorccecace

Modified Diet8 ceeeerecscssrescssessorececnce
Storage and Handling cveeeevercecerccerscane

Purchasing and Food Cost Control ccveeeeeceess
Record Keeping ceeeeescceesceesosesccccsaance
Supervising Food Service Operations «oeeeeeeess
Sanitation, Safety and Care of Facilities .......
Demonstration Techniques ceeerececrcrcccaccce
Food Preparation Techniques and Service «......
Catering and Special Food Service «eeeeecesscee
Quantity Food Preparation «.eeeececececececcns

WDNWWANLWRANWLWWLWTR RNI-RO

3ks

SUGGESTED CURRICULUM FOR A TWO YEAR TERMINAL
JUNIOR COLLEGE PROGRAM

EIRST YEAR.

Communication skills «eeevsveerverarccesees 10
Introduction to Sociology ececeeseccsrrccecon
Orientation of Food Service Industry +eeeececes
General Chemistrye coverestscctacrarsonaeeses
Health and/or Physical Education .....ceeceees
Applied Mathematics «eeveeercoarteacanaane
Sanitation, Safety and Care of Facilities «.«...
Basic Foods and Nutrition. cceeesvsecencescons
Menu Planning «ceeescecetessscecsssasesons

31
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AREA VOCATIONAL~TECHNICAL SCHOOQOL-~ Estimated Class, Lakor~
TECHNICAL EDUCATION COURSES atory and/or On~The~Job
Training Hours*

Orientation To The Food Service Industry 30
Communication Skills 60
Applied Mathematics and Record Keeping 90
Purchasing and Food Cost Control 90
Storage and Handling 30
Sanitation, Safety, and Care of Facilities 90
Nutrition and Menu Planning 130
Modified Diets 60
Basic Food Preparation 80
Quantity Food Service Equipment, Use and Care 60

Quantity Food Preparation, Service, and Merchandising 230

Catering and Special Food Service 60 {

Quantity Food Laboratory or On=The~Job Training 300

Supervising Food Service Operations 90 §

Evaluation 30 3
1,440

SUGGESTED TOTAL NO. OF HOURS~

*Training hours were estimated for a 12 months program.
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